REQUISITIONS

Creating a New Requisition

All requisitions, whether generated by the requesting office or the contracting activity must
be created in the “Customer” subsystem of EAS. After a requisition has been created, it is
electronically routed through the requesting and budget offices for the required approvals
until it reaches the contracting activity, where it is assigned to a Contract Specialist, who sees
the procurement through to completion.

EAS Desktop

To create (or edit) a Requisition in EAS, select “Desktop” from the menu bar.

:-: Comprizon.Buy Dezktop

Regearch Beports Admin Gateways Cataloge  Option: Help

j& = Eamlzsded|conmoEal ph
— Lukhoc 1 | {
B Fnlders usllnl & HecentWorkl B} action Alerlsl

Then select “Worksheets” and “Customer” from the drop-down menus which appear. Or

click the icon and select “Customer” from the drop-down menu. In either case, EAS
opens the Customer Worksheet.
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Customer Worksheet
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To create a new requisition, click on the ‘E icon. A default requisition number will be
displayed in the New Customer Requisition Data Entry Box.

New Customer Requisition Data Entry Box

Hew Customer Requisition

Requisition: [-40:06-G5A<-00-0002 |

0K I Cancel | Help |

The default number is in the following format:

XXXX06 GSAXX 00 0002
Constant for retrieving | Correspondence symbol, not | Current | System-generated
accounting codes + including the region number. | fiscal serial number.
two-digit region Must be five characters with | year.
numbet. fill-ins of “X”’s, if less than

five.

NOTE: This format may vary among regions based upon how the System: Administrator established these
defanlts.
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Correspondence symbol segments must be modified to incorporate the appropriate office
symbol. This is done by highlighting “XXXXX" and entering the appropriate office symbol
(in upper case characters) and filling in with “X”s (if necessary) until there is a total of five

. . oK
characters. To accept the requisition number, click on the button.

Example of Requisition Number: XXXX10PMCXX980020

After clicking the Ll button, the first of the four tabs (“Admin”) of the Customer
Reguisition Tab Control Screen will appear. Note that the other tabs are “Funding,”
“Addresses,” and “Soutces.” Tab between fields.

Customer Requisition Tab Control Screen

Admin Screen

Customer Requisition

Admin | Funding | Addresses | Sources|

— Purch
t:. o .t
" CreditCard Card ND:iTQ Be Assiumed j

Mame:

— Adminiztrative Data

Requisition D ate: IDSHSDaﬂ 933 Requisition Form; !Gsfms 'l
Requesting Dffice: IBF‘ME Froject 1D: I

Paint of Contact: iGSA LUSER Dept: i
POE Phone: [[123] 456-7830

- Properties

Delivery Date: |1 24312000 FSLC: ISEDB g_l Friority: 93

Purpoze: IGuard Services

(1] | Cancel | Apply | Help

Enter the following information:

Requisition Date: Defaults to the current date. Do not change.

Requisition Form: Click on the drop-down arrow and select GSA 49.

Requesting Office: Enter correspondence symbol of the requisitioner.

Project ID: Enter the project number, if applicable.

Point of Contact: Defaults to the log-on ID of the creator of the requisition. Change, if

necessary.

Dept: Enter the correspondence symbol.

POC Phone: Enter the telephone number of the Requisitioner.

Delivery Date: Enter the required delivery date.
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FSC: Enter the appropriate FSC/PSC code, if known. Otherwise leave the field
blank (the Contracting Activity will supply it later). NOTE: This field must
eventually be filled in. It CANNOT remain blank.

Priority: Accept the system default of “99” in most cases.

Purpose: Enter a brief description of the requisition.

Click on the “Funding” tab to display the Funding Screen.

Funding Screen

Customer Bequisition
Admin  Funding | Addresses I Sources I
— Accounting & Appropriation
Cursor Position
iW‘I 92<POE202045428ML1516R M 0 34566M 03466641 408020 gl
Budget Object Code:
I~ Subject ba Availability of Funds Fund Code: |1 925
— Authorization
Fundz become available in Fr: Iﬁ Fundz expire in Fr: IE
Avtharized by: IAuthorizing M anager
Furndsz Certified by: IBudget Officed
E stimated Amaunt: |1 50,000.00
QK. | Cancel | Lpply Help

Enter the following data:

Accounting & Appropriation:

Enter coding in proper format, if known. (See the following
Accounting Classification table, if needed.) If not known, enter
“P,” which is the 1* character of the accounting string (i.e., Act
#). Something MUST be entered here. The Fund Certifying
Official will complete an incomplete entry.

Budget Object Code:

Leave blank.

Subject to Availability of Funds:

If applicable, click on box to insert an “X.”

Fund Code: Enter the code (i.e., “192X”).

Funds Available: Enter the fiscal year the funds become available.
Funds Expire: Enter the fiscal year the funds expire.
Authorized By: Enter the name of the appropriate individual.

Funds Certified by:

Enter the name of appropriate individual.

Estimated Amount:

Enter the estimated amount of the requisition.

If the account code is unknown, click on the @ icon to view the Accounting Search Browser.

Accounting Search Browser

11/05/99
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Accounting Search =]

Group | t |&.coount Number =
Eresal ¢ | PXCOCOODOIlIENPOSEEE0454ZENL1E1EPM024666NI0346656¢
Eresal & | PXCOCOCOOIlBENPOEEEE046 12544751 EXCO00000x xR RnX

. _>I—I
List Accounts Matching: I>¢<}¢<EIE

Wiew | Select I Cancel |

To search for an accounting code, enter the “Group” number or “Account Number” desired in the “List
Accounts Matching” field at the lower right corner of the screen, then click the appropriate field name.

Note: Use an asterick (*) as a wildcard character, if portions of the entire code are unknown, if necessary.
For example, if the group code 6 is known, enter “*6*” in the “List Accounts Matching” field, then click on
the “Group” header to search that field.

Then highlight the desired code and click the button, or double click the desired code. In either
case, EAS will close the Accounting Search Browser and return to the Funding Screen where the selected
“Account Code” has been automatically inserted into the field below “Cursor Position.” To modify the
code from this screen, double click on the “Account Code” and the Accounting Code Data Entry Screen
will appear.

Accounting Code Data Entry Screen
Accounting Code

Acct Code |

{ Aot Murber (9]

[192¢ [-||Poea5z0d =|[54 =|{25 =|[NL1 #||516 ]|RMO346RE =|[NS0346eE |[414 =]|06020808 |||

|| J r

QK | Cancel | Help |

NOTE: If portions of the above accounting classification codes are not needed, blank spaces must be left in
their place by pressing the space bar the correct number of spaces

Accounting Classification Table

11/05/99

Account Code Length Example
ACTH#: 9 P12345678
Fund Code: 4 192X

Org Code: 8 P0730001
Budget Activity: 2 54

Object Class: 2 25
Function Code: 3 RK1

Cost Element: 3 516
Project#: 8 RTX96057
CC-A: 8 N9123456
Work Item: 3 314
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| CC-B: [ 8 | TX022477

Click on the “Addresses” tab to display the Addresses Screen.
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Addresses Screen

Customer Requisition

.ﬁ.dminl Funding Addresses | Sourcesl

r~ Address Information

Enter a valid addresz code for each of the four addreszes. The conmesponding

addrezz will dizplay belaw.
g] Ut Destination: |EADB g|
Deliver To: IB.&DB gj Conlracting Office: IEBEF’ gj

Address Display:

Purchase For: {nf

General Services Administration

Office of Business and Support Services
1500 East Bannister Road  Room 1161
K.ahzaz Citp, MO B4131-3088

Supplemental Address;

(1] | Cancel | Apply | Help

Enter the appropriate address code (i.e, building number or correspondence symbol) for the selected field
and press the <Tab> key.

NOTE: To use the system search feature, click on the @ icon. A table of available address codes will be
displayed. Highlight the appropriate code and then click “Select.” Continue this process until all address
If an address code is unavailable, contact the System Administrator.

codes have been entered.

Purchase for:

Enter the correspondence symbol of the requesting/receiving

office.

Deliver to:

Enter the building number of office symbol where the
Majority of work will take place/be delivered.

Ultimate Destination:

Leave blank.

Contracting Office: Enter the Procurement Office Code of the contracting office
that will issue the modification.

Address Display: Do not change (for display purposes only).

Supplemental Address: | Leave blank.

Click on the “Sources” tab to display the Sources Screen.

11/05/99

EAS DESKTOP USERS’ GUIDE

Requisitions Working Draft

Page 7




Sources Screen

.ﬁ.dminl Fundingl &ddreszes  Sources |

— Suggested Sources
Enter the Wendar ID far a suggested source, if available.

Suggested Vendor: [10000007 @

Tichy Electric Company, Inc.

Enter a valid contract number from which the items may be ordered, If applicable.

Cantract Mumber: I

Drelivery Order: |
(1] | Cancel | Apply | Help |
Suggested Vendor: Enter the suggested vendor ID, if applicable.
Contract Number: Enter IDIQ Contract number without dashes to pull line items from that
contract.

After all entries have been made to Customer Requisition Tab Control Screen , click on the Ll
button. EAS returns to the Customer Requisition Summary Screen. Click on the box next to the
“Administration” hyperlink to show that the Administration area is complete (optional).

Customer Requisition Summary Screen

= Customer Requisition >2200406-G5AX-00-002 HER
File Tools Options Formg  Einancial

Blapanay |

™ Adriniztration

Deliver To: General Services Administration
Delivery Date: 12431/2000 FSC: 5206
Authorized By:

™ Account Surmary
Murber Codes: 0 Tatal Amount: $0.00
I~ Line ltems
Total Murnber: 0

™ Buouting
Mo routing information.
Motes

Mo procurement notes. I=|

ia|

For requisitions with multiple accounting lines, click on the "Account Summary" hypertext link or select
"Options" from the menu bar and "Account Summary" from the drop-down menu. In either case, the
Account Summary Management Browser will be displayed.

Account Summary Management Browser
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=] Account Summary Management =13
File

DE%H X8 2avedh |
Account Code Total: 0.00 Total Optior: 0.00

DefauItIAccnuntmg & Appropriation I # LII Tatal Amnuntl

Option Amount

4

¥

Defaults Total: 0%

SIS

|Enler data or press ESC to end.

Click on E icon on the menu bar to bring up the Accounting Code Summary Tab Control Screen.
Accounting Code Summary Tab Control Screen

Acct Summary Screen
Accounting Code Summary E4

Acct Summary |
Account: |P3?3492421 9Z<POB40001 51 252k.1 51 BM O 33007 gl
Default: ISU.UDZ
Line ke Mo, | Percentage| Armountf
Tatal 0.00
Ok | Cancel | Apply | Help

Click on the @ icon to search for and select default account lines. To enter a new accounting line,
double-click the “Account” field to display segmented “Accounting Code” fields. Press the <Tab> key and
enter “50%” or a percentage greater than “0.00%” (zero).

. oK
Click the 4| button to return to the Account Summary Management Browser.
Account Summary Management Browser
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File

E Account Summary Management

DEH X & 2avvi

Defaults Total:

For additional accounting lines, repeat the above steps.
File

E Account Summary Management

=)=}
Account Code Total: 0.00 Total Option: 0.00
Defaulttccounting & Appropriation #LI Tatal Amount Option Amaunt=
EO% ;I
-]

Account Code Tatal: 0.00

DSH X & 2aveh|

Defaultl.ﬂ.ccounting & Appropriation

Tatal Option: 0,00
B0.00 373492421 32<POE4 0001 51252K1516M 033001

LI
25NL1516R|43460

Total Amovnt|

Defaults Total:

100%

-

Option Amount.=
0.00

0.00:

|J Comprizon.Buy De...l W Connie Brown - F'ri...I I Microzoft Word

=

=
| B Fr TESTING-DO..|[E] Account Sum.
When finished, click on the ﬂ button to return to the Customer Requisition Summary Screen.

Click on the box next to the “Account Summary” hyperlink to indicate completion of this area (optional)

Creating Line Items

Customer Requisition Summary Screen
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(=] Cuztomer Requizition *30{06-G5AX-00-0002

File Tools Optionz Fomms  Einancial
EIEEN-EEE

™ Admirigtation
Deliver To: General Services Administration
Delivery Date: 124312000 FSC: S206
Authorized By:

™ Account Summary
Mumber Codes: 1 Total Amount: $56,000.00

™ Line ltems
Total Murber: 3 Total Amount: $283,500.00
™ Routing
Mo rauting infarmation.
MHotes
Mo procurement notes. ﬂ
| |

To display the Requisition Line Item Management Browser, click on the “Line Items” hypertext link or
select “File” from the menu bar, then “Open” and “Line Items” from the drop-down menu.
Requisition Line Item Management Browser

= Requisition Line Item Management - X-00{06-G5A504-00-002 |=|o]=]
File Toolz Options
DEH X 2aven/sa |
Lire Ibem Total 0.00
Mo, |Deswription | Quantity[U1 | Cost|Type [=
|
|Enter data or prezs ESC to end. o

To enter line items, click on the N icon on the menu bar to display the Requisition Line Item Tab
Control Screen with four tabs: “Detail,” “Accounting,” “Delivery,” and “Additional Info.” The Detail
Screen defaults.

Note: At least one line item entry is required. Some fields default to information entered on Administration
screens.
Detail Screen
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Requisition Line Item

Detail |A-:-:-:unting| Delivery | Additional Infa |

r— Item D etail
Item Mo, Quanhity Ul Unit Cogt Total Cost
0026 [10.000.00 [ 1238 189,500.00

FSLC: |s2ns gj
Stock [kem No.:l 9_'

(" Header f* Description

For Guards at front entrance =

:I :l ok, | Cancel | Apply | Help |

Proceed to enter data on each of the tabbed screens as indicated:

Item No.: Accept the system default.

Quantity: Enter quantity of the desired units of issue.

Ul Enter the unit of issue. Examples: EA = Each, HR = Hours, LF = Linear
Foot, LS = Lump Sum, MO = Months

Unit Cost: Enter the estimated price for each unit.

FSC: Defaults from Requisition Administration Screen, if it was entered there.
Otherwise, enter the appropriate “FSC” code.

Stock Item: Leave blank.

Description Block: | Enter a description of the requested item(s)/service(s), as appropriate. If “Header”

is selected, the information typed in this field will print directly above each line
item description. Right-clicking in this field offers the options: Help, Undo,
Spellcheck, and Dump/Load as special features for data entry.

Click the “Accounting” tab to display the Accounting Screen.

Accounting Screen

11/05/99
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Requisition Line Item

Detal Accounting | Delivery | Additional Info |

— Accounting & Appropriation

Line Ibem Cost: 189,500.00 Fund Code; ;‘I 92
Account Lines:

Total Cost: 189.500.00 Total Percent: 100.00 2

— Change Account Line

Delete |

Cursor Position
Account [Proeddddd] 92-P06252045425M 0151 ERMO 346EEM 9034666 __CBJ

BOC; j

Fercent: {100.00 Cost: 189,500 000000 " Cost { Percent

:I :l ok, | Cancel | Apply | Help |

Fund Code:

Defaults from the requisition’s Administration Screen or the Account Summary Management
Browser.

Account Lines:

If accounting information was entered in the requisition’s Administrative Funding Screen, it
will pull forward when “New” is clicked. For multiple lines of coding, choose the account
lines that were entered in the Account Summary Management Browser. If accounting
information was not entered previously, double-click in the “Account” field for proper break.

BOC:

Leave blank.

Percentage:

If the accounting is known, select “Cost” or “Percentage.” (Click on the appropriate radio
button.) Input the appropriate percentage/cost for each line of coding.

When using administrative funding functions, you must click on "New" and then enter percentage or
amount for each Account Line record.

Accounting Screen (Completed with two Account Line entries)

11/05/99
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Requizition Line Item <]
Detall Accounting | Delivery | AdditionalInfo |

— Accounting & Appropriation

Line Ibem Cost: 189,500.00 Fund Code; I‘I 92
Account Lines:

Cost

94,750.00

54,750.00 5000 PA7349242192-POE400071 51 252K

o

Total Cost: 189.500.00 Total Percent: 100.00 2

— Change Account Line

Hew |
Cursor Position

Account P00 92-P0E252005425ML1 516R1434603N 30346054 gl

BOC; j

Percent: [50.00 Cost: 94, 750.000000 " Cost ¢ Percent

Delete |

Ok, | Cancel | Lpply | Help |

When line item accounting code entries are completed, proceed to the Delivery Screen by clicking on the
“Delivery” tab.

Delivery Screen

Requisition Line Item

Detail | Accounting  Delivery |Additiona| Info |

— Shipping Information

Delivery Date:i12£31x’2DDD FOB Designation: ¢ Origin
Dieliver To: [FLE % Destination
e EADE
SiveEr 1o g.l " See Schedule

Addresz Display:

General Services Administration

Qffice of Buginezs and Support Services
1500 Eazt Bannister Road  Room 1161
Kanzas City, MO £4131-3083

Priority: 99

Supplemental Address:

:I :l ok, | Cancel | Apply | Help |

Verify that the “Delivery” information that pulls forward from the rquisition’s
Administrative Screen is correct. The “FOB Designation” defaults from a previous entry. Change it, if

applicable, by clicking on the appropriate radio button. Click the “Additional Info” tab to display the
Additional Info Screen.

Additional Info Screen
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Requisition Line Item

Detail | Accounting | Delivery  Additional Info ;

— Pricing Options
I~ Mot to Exceed

™ Option vear ™ Prior Year

~ &dditional [nformation

Project 1D: I

:; 1] ok, i Cancel ] Apply 1 Help 1

Mark as applicable.
Defaults from the requisition’s Administration Summary Screen.

Pricing Options:
Project ID:

) 1] 4 . .
Click on the —l button to save and return to the Requisition Line Item Management Screen. If
additional line items are required, repeat the procedures outlined above. Once all have been entered, click

on the ﬂ icon to return to the Customer Requisition Summary Screen.

Copying Requisition Line Items

To save time if you have similar line item requirements, use the “Copy” feature available on the
Requisition Line Item Management Browser. Select “Tools” from the menu bar and then select “Copy”
from the drop-down menu. The Copy Requisition Line Item Number Screen appears.

Copy Requisition Line Item Number Screen
Copy Requisition Line Item Humber

Copy ]

Enter a new line number that pou want to copy the curent
ling item rumber ko,

Curretit Line [bem Mumber: 0001
Mew Line [tem Mumber: im

QK I Cancel
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Page 15

11/05/99
Requisitions Working Draft




EAS defaults to the next sequential new line item number. Accept or modify it, as appropriate and click on

the Ll button. EAS copies the new line item to the Requisition Line Item Management Browser.
Highlight the new line item from the browser, and click on the & icon. Modify as many fields as
necessary.

Another method of copying line items is, from the Requisition Line Item Management Browser, highlight
the selected line items, select “Tools” from the menu bar, then select “Copy to clipboard” from the drop-
down menu. The copied line items will appear in the Requisition Line Item Management Browser.

Note: To copy multiple lines at once, hold the <CTRL> key while selecting the lines to be copied.
Requisition Line Item Management Browser

[=] RBequizition Line Item Management - X-00406-G5AX0<-99-0006

Eilz Tools Options
DEfH X 2aveh 58 |
Lire Ibem Total: 30,000.00

Mo Description Cluantibp] U1 CostType | =
Feview and recommend Present se 10000.00|BNTE
0002 Prepair and Present new security 1.00 LS 500000 BMTE
0003 Rewiew and recommend Fresent se 1.00 LS 10000.00 BMTE
0004 Prepair and Present new security 1.00 LS 5000.00 BMTE

-
Description : Rewiew and recommend Present security functions ;I
for both week days and week end days as utilized by the GEA

building located at 1300 Greystroke ave. LI
|Enter data or press ESC to end. S

When complete, EAS will give the following message:

Message Box

1 Line iterns copied to clipboard.

NOTE: EAS has the same copy and paste keystrokes found in MS Word. To copy a line item, use
<Ctrl>+<C> to copy and <Ctrl>+<V> to paste.

Another method of copying line items is to hold down the <Ctrl>key and select one or more line items with
the mouse. Hold down the <Ctrl>+<C>keys to copy your selection. The system will display a message
indicating how many line items were copied. Click “OK”. Then hold down the <Ctrl>+<V> keys to paste
your selection.

Import/Export of Line Items

EAS DESKTOP USERS’ GUIDE
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EAS has the additional feature of having the ability of using MS Excel spreadsheets to create or edit line

items.

From the Requisition Line Item Management Browser, select “Tools” from the menu bar, then select
“Export” from the drop-down menu. EAS will automatically send the line items to an Excel spreadsheet.

Microsoft Excel Spreadsheet
JRETE

Eﬁi\e Edit Wiew Insert Format Tools Datas ‘Window Help
DEHERY saad - ~ a®(zr2il Bes -0
Al o rB 7y E==EH 8%, %8 e B A~
Al =] =/ Line Itern No
A B ¢ | o [ E | F | G | H T T [~
Line ltem No.!Description Cluantity Ul Cost F5C Stock ltem Delivery Date FOB Desighation T
_ 0001 Review and recommend Present sec 1ls 10000 R546 12/31400 O
0002 Frepair and Present new security ful 1ls 5000 RE46 12431400 D
0003 Review and recommend Present sec 1ls 10000 R546 12/31400 O
5000 R546 12/31400 0

0on4 Prepair and Present new security ful 1ls

FEEDDZE e ol il

To copy any revisions made in the Excel spreadsheet back into EAS, in the Requisition Line Item
Management Browser, select “Tools” from the menu bar, then select “Import” from the drop-down menu.
A system notice will alert you that the line items already exist and ask if you wan to overwrite them, select

"Yes to AlL"

If you wish to use an Excel spreadsheet to add new line items, change the assigned line item numbers to
new numbers, so that when the file is imported back into EAS the new line items will be added to your

procurement document, instead of overwriting existing line items.
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Creating Requisition Notes

A notepad for recording a brief description of the requirement, references, or other information is available
to users and may be useful for identifying existing requisitions listed on the Customer Worksheet. For
requisitions created for delivery orders or modifications, enter the appropriate contract number and/or
delivery order number as a reference.

From the Customer Worksheet, click on the @ icon or select “Options” from the menu bar and “Notes”
to display the Procurement Notes Comment Box.

Procurement Notes Comment Box

Procurement Notes

Motes:

Security requirements review for the GSA building located at_:_l
1300 Grepstroke,

|

QK. | Cancel |

. . 1] 4
Enter the appropriate comments, and click the —l button to save.

If there are no supporting documents to attach, skip the next section and continue with Routing Requisitions
for Review & Approval.

Attaching Support Documents to a Requisition

The Supporting Documentation Browser enables users to store supporting documentation for individual
actions. These documents can then be routed for review and approval and submitted to the Contracting
Activity along with the requisition record.

In order to route supporting documents (GSA4 Form 2010, Requirement Description, Sole Source
Justification, etc.) with a requisition, the document must have already been created in a third-party software

EAS DESKTOP USERS’ GUIDE
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application (i.e., MS Word, Excel) and saved to a shared directory specified by the regional System
Administrator.

To display the Supporting Documentation Browser, from the Customer Requisition Summary Screen, click
on the & icon, or select “Options” from the menu bar and choose “Support Docs” from the drop-down

menu.

Supporting Documentation Browser

E Supporting Documentation =[] =]
File Toolz
DSH X 8 2avyhta |
Doc Type  |Date  [Time [S0%|Marked|Full Path =
E
=
|Enter data or press ESC to end. S
Click on the icon to display the Supporting Documentation Tab Control Screen, with the Location

Screen in the foreground.

Supporting Documentation Tab Control Screen

Location Screen
Supporting Documentation

Location | Details |

File:

i Brovsze

I Save file content into database: Launch
Templates

Comrments:

I

QK | Cancel | Help |

Enter data on this screen as follows, pressing the <Tab>key to move between fields.

File: Enter the full path name of the location of the document file. Example:
s:\share\document.doc

EAS DESKTOP USERS’ GUIDE
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Save file content Click to copy the “File” entered in the field above into the database.
into database

(check box):

Comments: Enter a brief description of the supporting document and/or any specific comments

or instructions.

Click the “Details ” tab to display the Details Screen.

Details Screen
Supporting Documentation <]

Location  Details |

Attachment For:
attachment From: Fequizition

Attached On: 09/27/1993
Attachment Type: I

™ This documert is the Statement of wark [50%).
™ Far “Weh Publish' with the Solicitation/Amendment.

QK | Cancel | Help |

. oK
In the “Attachment Type” field, enter the document type and then click the 4| button to save and
return to the Supporting Documentation Browser.

Supporting Documentation Browser

= Supporting Documentation HER

File Toolz

DEH X 8|2 avei 2 |

Doc Type  |Date Time | S04 | b arked JFull Path =

=01 =
J |

|Enter data or press ESC to end. A

Continue the process of adding supporting documents by clicking on the | D icon on the menu bar and

following the same procedure. After adding all supporting documents, click on the

icon, in the upper
left-hand corner, to return to the Customer Requisition Summary Screen.

EAS DESKTOP USERS’ GUIDE
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Modifying a Supporting Document

To modify a supporting document from the Supporting Document Browser, double click on the document’s
name, and the Supporting Documentation Tab Control Screen will appear.

Supporting Documentation Tab Control Screen
File Location Screen

Supporting Documentation <]

File: Lacation | Detailsl

Dacument stored in D atabase. Laurch |

Feplace filz in databasze with:

Beplace

Comments:

son|

£ I'_\_

QK | Cancel | Help |

Note: If the document had been saved into EAS, there will no longer be a full file path reference listed for
it. To view supporing doucmentation, click on the "Launch" button.

Click the “Replace” button to select another file and its full file path.

Microst Windows Screen

Select file to store in database. HEB
Lok, jr: I = temp j gl E
|1 adhoc ~wRF28E9.tmp
~emi0E76.tmp R 50000 b
~emi0c7Etmp RS 3560 bmp
~enf1 95k, trp AutoRecoveny save of Requisitions.:
] ~w/R D 3605, do Dhi04373
oc Dhiz2995
“WRF2172.tmp Ii04373
13 | |

File name:  |~wRD3986.doc Open |
Files of type: [ 41l Filesl* ) = Conedl |

Click “Open” to choose the desired file and return to the Location Screen.
File Location Screen
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Supporting Documentation <]
File Location | Details |

Dacument stored in D atabase. Laurch

Feplace filz in databasze with:

C:Atemph™wWRD338E. doc Beplace |
|
|

Comments:

i)

QK | Cancel | Help |

Continue modifying appropriate fields and click the Ll button.

Information Message Box
Information =]

@ The document iz updated and stored in the database.

. oK.
Click the —l button to return to the Supporting Document Browser.

Printing a Requisition

A hard copy of the requisition can be printed from the Customer Requisition Summary Screen.

Customer Requisition Summary Screen
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(=] Cuztomer Requizition *30{06-G5AX-00-0002

File Tools Optionz Fomms  Einancial

EIEEN-EEE

™ Admirigtation
Deliver To: General Services Administration
Delivery Date: 124312000 FSC: S206
Authorized By:

™ Account Summary

Mumber Codes: 1 Total Amount: $56,000.00

™ Line ltems

Total Murber: 3 Total Amount: $283,500.00

™ Bouting
Mo rauting infarmation.
MHotes

Mo procurement notes.

il

-

To display a Print Preview of the form, click on the
“Print” from the drop-down menu

=

|Note: To view the previewed form, use the “Zoom-in” feature at 30 or 40%.

icon. Or select “File” from the menu bar and

To print a hard copy of the GSA Form 49, click on “Print” from the Print Preview Screen and click the

button. Verify that the data on the form is accurate.

Printer Setup Data Entry Box

In order for information represented in the four boxes on the screen to print on the GS4 Form 49, click
"Print Setup" or select “File” from the menu bar and “Print Set-Up” from the drop-down menu.

Printer Setup

Frint Setup |

— Print Options

Type of Form: [{elFPE]

[ Deliver To Addresses
[” Accounting Codes
[ FOB Designations
[ Delivery Dates

= Print Status
Last Printed By: 7

Last Printed Time: 00:00
Last Printed D ate: 09/25./1333

QK. | Cancel | Lpply | Help

oK
To display a preview of the GSA Form 49, click the 4| button and select “File” from the menu bar

and “Print” from the drop-down menu.

When satisfied with the form, click on the ﬂ icon from the Print Preview Screen to return to the Customer

Requisition Summary Screen and click on the ﬂ icon once again to return to the Customer Worksheet.
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If corrections need to be made to the requisition, click the hypertext link for “Administration,” “Account
Summary,” “Line Items,” or “Routing” from the Customer Requisition Summary Screen, and make changes
as necessary to those screens.

Print the GSA Form 49 as stated above.

Editing a Requisition

']
To edit an existing requisition from the Customer Worksheet, highlight its number and click on the & icon.
EAS displays the Customer Requisition Summary Screen. Click on the hyperlink to revise
“Administration,” “Account Summary,” “Line Items” or “Routing” entries, as needed.

Routing a Requisition for Review and Approval

Requisitions and supporting documentation can be routed to one or more users for review and approval
BEFORE they are submitted to the Contracting Activity. The route process should include, for example,
the Approving Official, Funds Certifying Official, Contract Manager, and Contracting Activity Team
Leader or Contract Specialist, as appropriate.

Note: If a user's Profile is set up to receive e-mail, the user will receive an e-mail notice as well as rounted
information in EAS.

NOTE: The last approving official should be a procurement person, and must REVIEW, then SUBMIT the
requisition to procuriement person prior to APPROVING the routed requisition.

Two options are available from the Customer Requisition Summary Screen: Creating a new route list and
copying an existing route model into a route list with an option to modify it if necessary.

Creating A New Route List

EAS Desktop
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=] Comprizon.Buy Desktop M=]E
File Desktop FResearch Reports Admin Gateways Catalogs Options  Help

EEN

cd :
Worksheets'@ Recent Wo'kl B Action A|3ft8|
1000

GxC-0092

) Hat List

ic [ G5-05P-95-

To create a new route list from the Customer Requisition Summary Screen, select “Tools” from the menu
bar and then “Route" from the drop-down menu. EAS will display the Route List Browser.
Route List Browser

File Toole DOptions

D@ X G 2aavei By |

Order|&ddiess To | |Gince [t [5tatus | =
=
[~

|Enter data or presz ESC to end. i

Click on the

m icon to display the Route List Data Entry Screen.

Route List Data Entry Screen

Route List [ x|
Reviewer |

Reviewer's code: || @

Reviewer:
Title:
Order for receiving document; Iﬁ
Priority of document being routed: Iﬁ
& dpproval Fequired Carbon Copy

ak | Cancel | Lpply | Help |

Reviewer’s code: Add individuals to the route list by entering their Reviewer’s code

(three-character user ID) or use the icon, if unknown, highlight
names and press “Select.” Press the <Tab> key to move to the next
field.
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Order for receiving document: System defaults to “10” (individuals can be inserted later if necessary.
(Example: Assign “10” to the first person, “20” to the second person,

etc.)
Priority of document being The default is “10.” Do not change.
routed:
Approval Required/Carbon Indicate by clicking on the appropriate radio button whether the
Copy: individual is required to approve the GSA 49 or only receive a carbon

copy. (Note: Carbon copy recipients do not hold up the route process,

but approvers often do.) Click the Ll button.

User Search Screen

Uszer Search
Uszer Type: iﬁ-‘-.ll Lzers _Vj
Code|MName | =
BO1 | Student 1 Title 1 =
BOZ | Student 2 Title 2
BO3 | Shudent 3 Title 3
BO4 | Shudent 4 Title 4
Student 5 [ Title &
BOE | Student & Title &

(107 Student 7 Title 7 -

List Uzers Matching: i

Wigw | Select I Cancel |

Highlight the appropriate user/ID, and click on the button.

EAS returns you to the Route List Data Entry Screen. After entering the appropriate information, click on

oK,
the 4| button to save.

: : - 0.

Continue the selection process by clicking on the |J icon from the Route List Browser. Repeat the
process described above until all required recipients have been added to the route list. Once the route list is
completed, select “Tools” and then “Release” from the menu bar to route GSA4 49 to the first recipient.

Click on the ﬂ icon to exit the Route List Browser. EAS returns to the Customer Requisition Summary
Screen.

Copying an Existing Route Model into a Route
List

To copy a route model into a route list, from the Customer Requisition Summary Screen, select “Tools”
from the menu bar and then choose “Route” from the drop-down menu The Route List Browser will appear.
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Route List Browser
[P Route List
Fil= Tool: Dptions
D& X G 32aveyih 3% |
Order|&ddress To Since At Statusz

[ (O]

| »

A

13

Message:

N\

iEnter data or press ESC to end.

From the Route List Browser, select “Tools” from the menu bar and then “Model” from the drop-down
menu. The Route List Model Screen will display.

Route List Model Screen

Route List Model
Code  Type-todel Mame
E2al MODEL TYPE 001 - DOUTING MODEL 001 ﬁj
24l L - MICLHO PURCHASE (El-3)
24l L - SIMPLIFIED ACQ (E4-%)
=
Select |

Highlight the appropriate route model and click on the button. The Route List Browser will
display the individuals in the route model.

If the route list is correct, select from the Route List Browser, the “Tools” and the “Release” from the drop-

down menu. Click the ﬂ icon, and EAS returns to the Customer Requisition Summary Screen. If the
route list is incorrect, however, follow the steps described below for adding and/or deleting individuals to

the route list.
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Modifying a Route List

To ADD an individual to a route list from the Route List Browser, click the m icon on the menu bar to
display the Route List Data Entry Screen.

Route List Data Entry Screen

Route List [ x|
Reviewer |

Reviewer's code: || @

Reviewer:
Title:
Order for receiving document; Iﬁ
Priority of document being routed: Iﬁ
& dpproval Fequired Carbon Copy

ak | Cancel | Lpply | Help |

Reviewer’s Code: Enter the reviewer’s three-character user ID. Press the <Tab> key to
move to the next field. To search for the ID, follow the instructions for
doing so given earlier in this chapter.

Order for Receiving Document: | Enter the order number for the new individual may be inserted between
existing recipients or at the end of the route list.

Priority of Document being The default is “10.” Do not change.

Routed:

Approval Required/ Carbon Indicate by clicking on the appropriate radio button whether the

Copy: individual is required to approve the GS4 49 (APPR) or will receive a
carbon copy (FYI) (Note: Carbon copy recipients do not hold up route
process.)

. . . . . oK.
After entering the appropriate information, click the —l button to save and return to the Route List
Browser. If the route list is complete, click on the X icon to exit and return to the Customer Requisition

Summary Screen. Otherwise, to add additional individuals, click the m icon on the menu bar from the
Route List Browser, and repeat the process described above.

To Delete an individual from a route list, highlight the user ID on the Route List Browser and double-click.
When a dialogue box requests confirmation, click on the “Yes” or “No ” button, as appropriate.
Route List Browser
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[ Route List [_ O] x|

File Tool: Dptions
D@ X G 2avei @ |

Order|&ddress Ta | [Gince [t [5tatus | =]
10/ Student & A
Student 2 A
10/ Student 3 I
10 Student 1 A
A

A

20 System Adminiztrator
30 James C. Kreutz

1

¥

Message:

N

iEnter data or press ESC to end.

Once the route list is complete from the Route List Browser, select “Tools” from the menu bar and then
“Release” from the drop-down menu to route the GSA 49 to the first recipient. Routing begins immediately
after releasing the requisition.

Route Status

Route List Browser
= Route List [_[a]=]

Elz Tools Options
DE X & Z2avei|zey |

Order|Address To i -

Message: ;I
|
|Enter data or press ESC to end. A
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The Route List Browser indicates the time and date that the requisition was released for routing to the first
reviewer. Route status will be updated each time the requisition is approved/disapproved and is routed on
to the next recipient. The last column contains the status of review for each person on the routing list. By
monitoring date, time, and status, users can keep track of the location of routed records as well as the length
of time in each reviewer’s “Inbox.”

EAS DESKTOP USERS’ GUIDE
11/05/99 Page 30
Requisitions Working Draft



